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ADMINISTRATIVE  BULLETIN 

EXECUTIVE  OFFICE  FOR  ADMINISTRATION  AND  FINANCE 


GOVERNMENT  DOCUMENl 
COLLECTION 

FEB  13 1984 

.        ..  July  22,    1983 

Univexsity  of  Massachusetts 

Depfto^Copy  83"4 

TO:     ALL  STATE  AGENCIES 

RE:      INSTRUCTIONS  FOR  PREPARING  AN  AGENCY  ADP  PLAN 

The  Commonwealth's  Data  Processing  Procurement  Regulations  (801  CMR  5.00)  require  all 
agencies  to  prepare  ar,  Agency  ADP  (Automated  Data  Processing)  Plan.  This  Bulletin 
establishes  the  procedures  which  agencies  are  to  follow  in  preparing  such  Plans. 

Attached  to  this  Bulletin  is  a  document  entitled  "Instructions  for  Preparing  an 
Agency  ADP  Plan  for  Fiscal  Years  1984  through  1986".  All  agencies  and  secretariats 
should  familiarize  themselves  with  these  Instructions,  and  begin  the  ADP  planning 
process  set  forth  therein.  Plans  are  due  on  December  16,  1983,  and  should  be 
designed  to  cover  at  least  the  period  from  January,   1984  to  June,   1986. 

The  Bureau  for  Systems  Policy  and  Planning  (BSPP)  is  the  unit  within  the  Executive 
Office  for  Administration  and  Finance  responsible  for  ensuring  that  each  agency 
prepares  an  Agency  ADP  Plan.  The  Instructions  describe  the  assistance  BSPP  will 
provide  to  agencies  in  the  preparation  of  their  Agency  ADP  Plans. 

Questions  regarding  the  Instructions  or  the  ADP  planning  process,  and  requests  for 
assistance  should  be  directed  to: 

Bureau  for  Systems  Policy  and  Planning 
John  W.  McCormack  State  Office  Building 
One  Ashburton  Place,   Room  1601 
Boston,  Massachusetts     02108 
Telephone  #  (617)   727-2160 

Secretariats.  Each  executive  office  shall  designate  one  or  more  staff  persons  to 
serve  as  its  Secretariat  ADP  Coordinator,  and  forward  a  copy  of  its  letter  of 
designation  to  BSPP  on  or  before  September  1,   1983. 
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INSTRUCTIONS  FOR  PREPARING  AN  AGENCY  ADP  PLAN 
Introduction 


Agencies  using  ADP  (automated  data  processing)  resources  are  required  by  the 
Commonwealth's  revised  Data  Processing  Procurement  Regulations  801  CMR  5.00  to 
have  an  approved  Agency  ADP  Plan  on  file  with  their  Secretariat  and  with  OMIS's 
Bureau  for  Systems  Policy  and  Planning  (BSPP). 

BSPP's  major  objective  for  FY  1984  is  to  ensure  that  every  agency  has  an 
approved  Agency  ADP  Plan  on  file  by  the  end  of  FY  1984.  To  assist  agencies, 
BSPP  has  devised  the  following  set  of  instructions,  and  two  new  forms. 

In  brief,  OMIS  asks  each  agency  to  form  an  Agency  ADP  Planning  Team  (step  1), 
and  send  members  of  the  Team  to  an  orientation  session  (step  2).  The  Team  will 
update  the  ADP  inventory  data  on  file  at  BSPP  (step  3),  and  then  identify  the 
ADP  resources  the  agency  will  need  to  help  it  accomplish  its  mission  efficiently 
and  effectively  through  FY  1986  (step  4).  After  submitting  initiatives  to  its 
Executive  Office,  the  Team  will  work  with  Secretariat  and  BSPP  personnel  to 
refine  each  initiative  (step  5).  Once  an  initiative  has  received  Secretariat 
and  BSPP  approval,  the  Team  will  budget  for  the  necessary  fiscal  resources  (step 
6),  and  begin  implementation  (step  7). 

Each  of  the  steps  in  the  planning  process  is  described  below,  and  each  will  be 
discussed  in  detail  during  the  orientation  sessions  BSPP  will  conduct  in 
September  (step  2).  Agencies  are  encouraged  to  comment  on  the  planning  process, 
-either  orally  or  in  writing,  prior  to  the  orientation  sessions. 

When  completed,  an  Agency  ADP  Plan  will  consist  of  the  following  set  of 
documents: 

(a)  Planning  Team  information 

(b)  The  agency's  mission  statement 

(c)  The  agency's  management  level  organization  charts 

(d)  Inventory  data  (current  systems  and  equipment) 

(e)  A  set  of  ADP  initiatives  approved  by  the  agency's 
Secretariat  and  by  BSPP 

(f)  A  fiscal  plan  for  each  initiative 

(g)  Status  reports 

Each  of  these  is  descibed  briefly  below,  and  each  will  be  discussed  in  detail 
during  BSPP's  orientation  sessions. 

Agencies  should  strive  to  develop  Plans  that  cover  the  two  and  a  half  year 
period  beginning  in  January,  1984  and  ending  in  June,  1986. 

It  must  be  emphasized  that  an  agency's  ADP  Plan  may  be  modified  due  to 
Secretariat  and  OMIS  policies  and  priorities,  and  undoubtedly  will  be  changed 
per  ically  to  keep  it  up-to-date  and  to  reflect  changes  in  the  agency's 
iion.  Although  the  instructions  set  forth  below  may  give  the  appearance  that 
an  agency  will  step  through  the  procedure  only  once,  in  reality  several  of  the 
steps  (3,  4  anJ  5  in  particular)  are  iterative,  and  may  be  repeated  several 
times  as  the  agency  adjusts  to  new  legislation,  changes  in  priorities  and 
mission,  and  a  changing  environment. 
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The  major  work  to  be  done  in  the  planning  process  is  the  compilation  of  a  set  of 
specific  ADP  initiatives,  and  the  specification  of  the  resources  that  will  be 
needed  in  the  following  nine  areas  to  implement  each  initiative: 

1.  new  programs  (applications  software) 

2.  enhancements  to  existing  programs  (applications  software) 

3.  new  ADP  equipment 

4.  enhancements  to  existing  ADP  equipment 

5.  services  (either  from  a  Commonwealth  data  center  or  from 
a  commercial  service  bureau) 

6.  consultants  (03  personnel) 

7.  personnel  (01,  02  personnel) 

8.  training 

9.  other 

Each  agency  is  responsible  for  establishing  an  Agency  ADP  Planning  Team.  The 
Agency  Team,  in  turn,  has  the  responsibility  for  identifying  the  agency's  ADP 
initiatives  and  documenting  the  resources  needed  to  implement  them. 

Staff  from  the  Office  of  Management  Information  Systems  will  be  available  to 
answer  questions  about  the  planning  process,  conduct  orientation  sessions, 
assist  Planning  Teams  with  their  planning  activities,  and  review  initiatives. 

A  number  of  questions  are  likely  to  arise  during  the  initial  weeks  of  the 
planning  process.  They  may  concern  the  relationship  of  the  planning  process  to 
the  current  AF-29  procurement  process  and  the  budget  preparation  process.  They 
may  also  concern  such  issues  as 

-  the  process  by  which  competing  data  center  and  agency  priorities  will  be 
resolved, 

-  the  criteria  Secretariats  and  BSPP  will  employ  to  accept  or  reject 
proposed  initiatives, 

-  the  ability  of  the  Planning  Team  to  devise  a  comprehensive  agency-wide 
ADP  Plan  in  the  time  frame  allowed, 

-  the  inclusion  of  current  ADP  systems  in  an  agency's  Plan,  and 

-  the  relationship  between  the  Agency  ADP  Plans  developed  in  accordance 
with  these  Instructions,  and  the  Secretariat  and  statewide  Plans  also 
required  by  801  CMR  5.00. 

Such  concerns  are  valid  and  must  eventually  be  resolved;  they  will  be  addressed 

by  BSPP  during  its  orientation  sessions.   As  noted  previously,  agencies  are 

urged  to  forward  their  concerns  and  comments  to  BSPP  prior  to  the  orientation 
sessions. 

Although  hesitant  to  introduce  new  paperwork,  BSPP  has  concluded  that  the 
planning  process  requires  two  new  forms.  A  brief  description  of  each  new  form 
fol lows: 

AF-29A  (Initiation  of  the  Planning  Process).  Agencies  will  use  this  form  to 
designate  the  members  of  their  Planning  Team  and  provide  other  identifying 
information. 
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AF-29B  (Agency  ADP  Initiative).  This  form  will  enable  agencies  to  describe  each 
of  its  data  processing  initiatives  in  detail,  and  to  provide  supporting 
documentation  for  them.  pp     y 

BSPP's  intent  in  numbering  these  new  forms  as  AF-29A  and  AF-29B  is  to  emphasize 
the  relationship  between  the  planning  process  and  the  current  AF-29  approval 
process.  A  copy  of  each  form  is  attached.  approval 


Notes 


these 
wever,  the 


The  term   ADP   (automated  data  processing)  is  used  throughout 
instructions  in  order  to  be  consistent  with  801  CMR  5.00.   Howeve. 
ADP  planning  process  includes  more  than  automated  data  processing  and  is 
intended  to  cover  such  aspects  of  office  automation  as  word  processinq 
electronic  mail,  and  local  area    networks,  and  information  systems  in 
general     A  term  that  is  often  used  in  this  broader  context  is 
information  systems  .   Thus,  the  Agency  ADP  Plan  may  be  thought  of  as 
the  Agency  Information  Systems  Plan. 

The  term  "Secretariat"  is  used  in  these  instructions  as  if  every  agency 
falls  within  the  purview  of  an  executive  office.  When  the  oversight 
responsibility  lies  elsewhere,  statements  about  Secretariat  review  and/or 
approval  must  be  interpreted  appropriately. 

The  term  "Secretariat  ADP  Coordinator"  also  appears  frequently  in  these 
instructions.  This  title  is  not  intended  to  reflect  an  actual  title 
currently  in  use  at  Secretariats  or  other  oversight  agencies.  Rather  it 
is  intended  to  designate  a  function  which  OMIS  expects  each  Secretariat 
or  oversight  agency  to  assign  to  one  or  more  existing  staff  positions. 
BSPP  will  mail  a  list  of  Coordinators  to  the  Chairperson  of  each  Aqency 
Planning  Team.  3  J 
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Planning  Schedule 

The  planning  process  consists  of  eight  steps.  Several  of  the  steps  terminate 
with  the  submission  of  one  or  more  documents  to  the  Secretariat  ADP  Coordinator 
and  to  BSPP.  The  eight  steps  are  as  follows: 


AGENCY  PLANNING  SCHEDULE 


Step 

Name 

Requi  red 
Documents  or  Forms 

Deadl i  ne 

1. 

Initiate  the 
Planning  Process 

AF-29A  Form 
Mission  Statement 
Organization  Charts 

August  26,  1983 
August  26,  1983 
August  26,  1983 

2. 

Attend  BSPP 
Orientation  Sessions 

September,  1983* 

3. 

Validate  BSPP 
Inventory  Data 

Updated  ADP  Inventory 

September  30,  1983 

4. 

Identify  the  Agency's 
ADP  Initiatives 

AF-29B  Forms 

December  16,  1983 

b. 

Refine  Initiatives 
after  Secretariat, 
Data  Center  and  BSPP 
Review 

January,  1984  - 
June,  1984 

6. 

Budget  for  the 
Necessary  Fiscal 
Resources 

Revised  Spending  Plans 

As  needed 

7. 

Implement  Initiatives 

AF-29  Forms 
Status  Reports 

As  needed 

Every  si  x  months 

8. 

Keep  the  Agency 
ADP  Plan  Current 

New  or  Revised  AF-29A 
and  AF-29B  Forms 

As  needed 

*  An  announcement  that  includes  the  dates  of  the  BSPP  Orientation  Sessions 
will  be  mailed  to  the  Chairperson  of  the  Agency  ADP  Planning  Team  by  BSPP 
on  receipt  of  the  completed  AF-29A  form. 
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Data  Centers  Serving  More  Than  One  Agency 

Several  agencies  operate  data  centers  that  provide  computer  resources  for  more 
than  one  agency.  One  example  is  OMIS's  Bureau  of  Systems  Operations.  These 
data  centers  will  prepare  ADP  initiatives  as  part  of  their  agency's  ADP  Plan. 
However,  since  the  ADP  initiatives  of  user  agencies  may  affect  their  data 
center,  a  separate  schedule  has  been  established  in  order  to  give  data  centers 
an  opportunity  to  review  agency  initiatives  before  finalizing  their  own. 

The  deadline  for  data  center  ADP  initiatives  (step  4)  has  been  extended  by  eight 
weeks,  as  shown  below. 

DATA  CENTER  PLANNING  SCHEDULE 


Step 

Name 

Requi  red 
Documents  or  Forms 

Deadl ine 

4. 

Identi  fy  the  Data 
Center's  ADP 
Initiatives 

AF-29B  Forms 

February  10,  1984 

Steps  1  to  3  and  5  to  8  remain  unchanged. 


Step  1:   Initiate  the  Planning  Process 

Agency  ADP  Planning  Team 

The  first  step  in  preparing  an  Agency  ADP  Plan  is  to  create  an  Agency  Planning 
Team.  The  team  should  include,  at  a  minimum,  a  representative  of  the  agency's 
senior  management,  a  representative  of  the  agency's  budget  office,  and  the 
agency's  Director  of  Data  Processing.  For  most  agencies,  three  members  may 
suffice.  However,  agencies  should  ensure  that  each  division  or  unit  that 
currently  has  major  unmet  ADP  needs  is  represented  on  the  team,  and  that 
knowledgeable  representatives  of  regional  or  field  operations  are  also  included. 

List  the  name,  title,  division  and  phone  number  of  each  team  member  in  Part  1  of 
the  attached  AF-29A  form.  The  chairperson  should  be  listed  first.  Use  an 
additional  page  if  the  team  has  more  than  five  members. 

Agency  Mission  Statement 

Attach  a  copy  of  your  agency's  current  mission  statement  to  the  AF-29A  form. 
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Agency  Management  Level    Organization  Charts 

Attach  a  copy  of  your  agency's  management  level  organization  chart  or  charts  to 
the  AF-29A,  showing  the  major  bureaus,  divisions  or  parts  of  the  agency.  The 
charts  may  be  the  same  as  those  which  you  have  submitted  to  the  Department  of 
Personnel   Administration  with  Management  Position  Questionnaires. 

Comptroller's   Identification  Numbers 

Enter  the  3-digit  numbers  which  the  Comptroller's  Division  uses  to  identify  your 
agency  and  its  divisions. 

Secretariat 


Enter  the  name  of  the  Executive  (or  other)  Office  that  has  oversight 
responsibi Ity.  If  there  is  no  office  or  agency  with  oversight  responsibility, 
enter   "None". 

Address 

Enter  the  mailing  address  for  the  Chairperson  of  the  Agency  Planning  Team.  BSPP 
will  mail  information  about  the  Orientation  Sessions  (step  2)  and  the  ADP 
inventory  data  (step  3)  to  the  Chairperson  at  this  address. 

Send  the  completed  AF-29A  form  to  your  secretariat  ADP  Coordinator  by  August  26, 
1983,  and  forward  the  original  at  the  same  time  to: 

Agency  ADP  Plans 

Bureau  for  Systems  Policy  and  Planning 

OMIS 

One  Ashburton   Place,   Room   1601 

Boston,  MA  02108 


Step  2:  Attend  BSPP  Orientation  Sessions 

Following  receipt  of  the  AF-29A  form,  BSPP  will  invite  the  Chairperson  of  the 
Agency  ADP  Planning  Team  to  an  orientation  session,  and  include  the  date, 
location,  time  and  agenda  with  the  invitation.  During  the  orientation  session, 
BSPP  will  review  in  detail  each  step  of  the  planning  process,  respond  to  issues 
and  concerns  raised  prior  to  the  session,  and  conduct  a  question-and-answer 
period. 

As  noted  in  the  Introduction,  BSPP  will  address  such  issues  as: 

-  agency  ADP  projects  that  are  currently  under  development 

-  the  relationship  of  the  planning  process  to  the  budget  preparation  cycle 

-  Secretariat  and  statewide  approval  criteria  for  agency  plans 

-  Secretariat  and  statewide  ADP  Plans 

-  the  procedure  for  data  center  review  of  ayency  initiatives 

-  statewide  systems  (such  as  PM1S) 
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Step  3:  Validate  BSPP  Inventory  Data 

OMIS  has  on  file  an  ADP  inventory  for  each  agency.  The  information  in  the 
inventory  was  collected  by  OMIS's  Bureau  for  Systems  Policy  and  Planning  in  the 
fall  of  1982,  and  was  most  recently  updated  in  June,  1983.  It  includes  systems, 
hardware,  services  and  personnel  information.  A  copy  of  this  material  will  be 
mailed  to  the  Chairperson  of  each  Agency  Planning  Team,  as  identified  on  the 
AF-29A  form. 

The  Agency  Planning  Team's  first  task  is  to  review  and  update  BSPP's  inventory 
data  so  that  it  contains  all  ADP  services  and  equipment  the  agency  has  in  place 
or  on  order  as  of  September  30,  1983.  The  updated  inventory  data  should  be 
submitted  to  the  Secretariat  ADP  Coordinator  by  September  30,  1983,  who  will 
review  it  and  forward  it  to  BSPP. 


The  inventory  data  compiled  in  this  step  will  describe  the  agency's  present  ADP 
position  and  should  serve  as  a  baseline  for  the  planning  process.  In  the  next 
step  (step  4)  the  Planning  Team  will  describe  the  ADP  initiatives  the  agency 
needs  to  undertake  in  order  to  achieve  its  goals  efficiently  and  effectively, 
and  to  better  serve  the  citizens  of  the  Commonwealth. 


Step  4:   Identify  the  Agency's  ADP  Needs 

The  Agency  Planning  Team's  second  task,  and  primary  responsibility,  is  to 
identify  the  ADP  resources  the  agency  will  need  to  achieve  its  mission  through 
FY  1986,  and  to  document  its  need  for  these  resources.  The  result  of  this  step 
will  be  a  list  of  agency  ADP  initiatives,  and  a  completed  AF-29B  form  for  each 
i  ni tiati ve. 

An  ADP  initiative,  as  the  term  is  used  in  this  document,  is  a  detailed  plan  to 
automate  a  manual  business  function  or  process,  or  to  enhance  an  already 
automated  process  or  function.  An  initiative  can  range  from  the  implementation 
of  a  statewide  or  secretariat  system  to  the  automation  of  a  single,  agency- 
specific  function  on  a  word  processor  or  microcomputer.  Each  initiative  should 
significantly  aid  the  agency  to  achieve  its  mission.  An  initiative  may  start 
any  time  during  the  planning  period,  or  it  may  already  be  underway. 

At  its  initial  meetings,  the  Planning  Team  must  decide  on  the  best  way  to 
determine  the  Agency's  ADP  needs  and  to  establish  a  priority  for  them.  Among 
the  possible  steps  the  Team  may  take  to  determine  the  initiatives  needed  by  its 
agency  are  to  interview  agency  management,  conduct  surveys,  hold  open  meetings 
with  agency  personnel,  and  schedule  reviews  of  draft  plans  by  agency  senior 
management. 

The  Planning  Team  should  consider  the  following  questions  when  determining  what 
its  agency's  initiatives  will  be: 

-  Which  presently  automated  projects  use  hardware  that  should  be  upgraded, 
or  software  that  should  be  enhanced? 
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-  Which  existing  manual  functions  or  activities  should  be  automated? 

-  Which  new  projects  or  activities  should  be  automated? 

-  Are  there  currently  any  automated  (or  semi-automated)  systems  for  which 
the  agency  can  justify  the  expense  of  an  enhancement  to  improve  operating 
efficiency,  or  to  provide  better  service  to  the  public? 

-  Will  new  legislation  or  regulations  require  the  implementation  of  new 
automated  procedures? 

-  Which  areas  of  the  agency  consistently  have  large  backlogs  or  fail  to 
meet  deadl ines? 

-  Do  employees  need  training  to  use  ADP  equipment,  microcomputer  software 
packages,  or  mainframe  systems? 

-  Should  data  processing  be  decentralized  through  the  creation  of 
distributed  networks? 

-  Are  the  needs  of  managers  in  agency  field  offices  or  facilities 
adequately  met  by  current  or  planned  systems? 

For  each  initiative  which  the  agency  decides  to  undertake  the  Planning  Team  must 
complete  a  copy  of  the  attached  AF-29B  form.  The  form  requests  specific 
information  for  nine  different  categories  of  ADP  resources.  It  is  not 
necessarily  the  case  that  every  initiative  will  require  resources  from  all  nine. 
The  categories  are   the  following: 

1.  New  Programs  (Applications  Software) 

What  new  software  will  be  required  for  the  initiative?  Does  the  software 
already  exist,  or  will  it  have  to  be  developed?  If  it  already  exists,  what 
are   its  hardware  requirements?  How  long  will  it  take  to  install  or  develop? 

2.  Enhancements  to  Existing  Programs  (Applications  Software) 

Will  any  existing  programs  need  to  be  enhanced  in  order  to  implement  the 
initiative? 

3.  New  ADP  Equipment 

Does  the  agency  need  new  ADP  equipment  to  support  the  initiative?  ADP 
equipment  includes  word  processors,  microcomputers,  mainframes, 
minicomputers,  equipment  for  communications  (modems,  terminals,  printers, 
remote  job  entry  stations),  data  entry  equipment,  etc.  It  also  includes  any 
equipment  the  agency  would  have  to  lease  or  purchase  for  use  by  a 
Commonwealth  data  center  (e.g.,  modems,  line  sets,  disk  controllers,  disk 
drives,  disks). 

4.  Enhancements  of  Existing  ADP  Equipment 

Does  the  agency  need  to  upgrade  its  existing  hardware  to  support  new 
applications  or  enhanced  systems? 
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5.  Services 

Can  a  Commonwealth  data  center  currently  provide  the  computer  resources 
needed  for  the  initiative?  Is  it  cost-effective  to  buy  computer  resources 
from  a  commercial  service  bureau  (if  a  Commonwealth  data  center  cannot 
currently  provide  them)?  Are  the  agency's  ADP  needs  great  enough  to 
consider  creating  a  data  center  within  the  agency?  What  are  the  pros  and 
cons  of  a  separate  facility? 

6.  Consultants 

Will  consultants  be  needed  on  a  short  term  basis  to  help  with  (a)  the 
Agency's  ADP  Plan,  (b)  the  design,  coding,  testing  and  implementation  of  new 
applications  software,  or  (c)  the  specifications  for  new  or  enhanced  systems 
or  equipment?  Will  consultants  be  needed  on  a  longer  term  basis  to  maintain 
a  new  or  existing  system? 

7.  Personnel 


What  new  or  reassigned  employees  will  be  required  to  complete  (a)  the 

Agency's  ADP  Plan,  (b)  the  design,  coding,  testing,  implementation  and 

maintenance  of  new  applications  software,  or  (c)  the  specifications  for  new 
or  upgraded  equipment? 

8.  Training 

Will  employees  need  training  to  implement  the  initiative?   What  type  of 
training  will  enable  them  to  use  new  equipment  or  software  productively? 

9.  Other 

Are  there  other  resources  needed  to  implement  the  initiative  that  do  not 
fall  under  one  of  the  above  categories? 

The  Planning  Team's  goal  will  be  to  complete  an  AF-29B  form  for  each  of  its  ADP 
initiatives.  One  copy  of  the  completed  AF-29B  form  must  be  kept  in  the  Agency 
Planning  Team's  files.  A  second  copy  must  be  sent  to  the  Secretariat  ADP 
Coordinator  on  or  before  December  16,  1983.  The  original  should  be  forwarded  at 
the  same  time  to: 

Agency  ADP  Plans 

Bureau  for  Systems  Policy  and  Planning 

OMIS 

One  Ashburton  Place,  Room  1601 

Boston,  MA  02108 

As  noted  earlier,  there  is  a  separate  schedule  for  data  centers.  Their  AF-29B 
forms  dre   due  on  January  20,  1984. 
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Step  5:   Refine  Initiatives  After  Secretariat,  Data  Center  and  BSPP  Review 

In  order  to  become  part  of  an  Agency  ADP  Plan,  an  initiative  must  receive  both 
BSPP  and  Secretariat  approval.  The  approval  process  will  be  structured  so  as  to 
require  agency,  secretariat,  BSPP  (and,  where  appropriate,  data  center) 
interaction.  Once  an  agency  has  submitted  its  ADP  initiatives  to  its 
Secretariat  and  to  BSPP,  BSPP  will  review  the  initiatives  and  confer  with  the 
Secretariat  ADP  Coordinator.  In  most  cases,  a  BSPP  staff  person  and  the 
Secretariat  ADP  Coordinator  (or  his/her  designee)  will  meet  with  the  Agency 
Planning  Team.  The  goal  of  these  meetings  will  be  to  refine  the  initiatives, 
develop  detailed  time  schedules  and  fiscal  plans,  plan  the  necessary 
procurements,  and  work  out  interagency  agreements  (if  necessary)  with  other 
agencies  or  with  a  Commonwealth  data  center.  BSPP  will  then  recommend  OMIS 
approval  of  the  initiative,  and  inclusion  of  the  initiative  in  the  Agency's  ADP 
Plan. 

The  planning  schedule  allows  up  to  six  months  for  the  Planning  Team  to  finalize 
all  of  an  agency's  ADP  initiatives.  The  amount  of  time  required  to  do  this  will 
depend  on  the  size  of  the  agency,  the  sophistication  of  its  data  processing 
needs,  its  Secretariat's  ADP  priorities,  the  expected  impact  of  its  initiatives 
on  its  mission  and  its  service  to  the  public,  and  the  availability  of  funds. 
However,  agency  ADP  systems  cannot  (and  will  not)  be  brought  to  a  standstill 
during  the  planning  process,  and  BSPP  will  continue  to  review  and  approve 
procurement  requests  (AF-29s)  in  the  absence  of  approved  Agency  ADP  Plans  during 
the  time  that  Agency  Plans  are  being  completed. 


Step  6:  Budget  for  the  Necessary  Fiscal  Resources 

The  Team's  next  task  is  to  complete  a  fiscal  plan  for  each  of  its  ADP  initia- 
tives. In  essence,  the  planning  process  implies  change,  presupposes  the  desire 
for  change,  and  requires  the  (re)al location  of  resources  to  achieve  change. 
There  is,  however,  an  important  distinction  to  be  made  between  an  unrealistic 
"wish  list",  and  a  plan  that  is  subject  to  the  realities  and  the  discipline  of 
the  budgetary  process.  It  is  not  BSPP's  intent  to  lead  agencies  to  ignore  the 
latter.  In  this  step  the  Agency  Team  must  make  explicit  the  budgetary  resources 
needed  for  its  initiatives. 

In  part  D  of  the  AF-29B  form  the  Planning  Team  will  have  prepared  a  detailed 
estimate  of  the  total  costs  of  implementing  an  ADP  initiative.  As  the 
instructions  indicate,  these  costs  are  to  be  total  costs,  independent  of  fiscal 
year  considerations  and  funding  sources.  However,  the  expenditures  needed  to 
implement  an  initiative  obviously  may  occur  over  a  period  of  several  years,  and 
be  made  from  a  number  of  different  appropriation  accounts  and  subsidiary 
accounts.  The  Planning  Team  must  therefore  work  with  the  agency's  Budget 
Director  to  devise  a  fiscal  plan  for  each  initiative. 

No  form  is  provided  for  this  planning  step.  However,  the  Planning  Team  should 
devise  a  worksheet  similar  to  the  one  shown  below  which  ties  the  total  costs 
shown  on  the  AF-29B  form  to  the  agency's  appropriation  accounts  (by  subsidiary 
and  fiscal  year). 
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Agency:                             Initiative: 

Subsidiary 
Account 

xxxx-xxxx 

FY'84    FY'85 

Appropriation  Accounts 

FY'86 

•  •  • 

FY'86 

XXXX-YYYY 
FY'84     FY'85 

00 

01 

02 

03 

12 

14 

• 

15 

16 

TOTALS 

Step  7:  Implement  Initiatives 

Agencies  will  implement  their  approved  ADP  initiatives  using  the  current  AF-29 
procurement  process. 

Each  ADP  initiative  will  usually  require  purchases  from  several  vendors  and 
expenditures  from  several  appropriation  and  subsidiary  accounts.  Implementation 
of  an  initiative,  therefore,  may  require  more  than  one  AF-29  request.  For 
example,  to  implement  an  initiative,  an  agency  may  need  to  create  a  terminal 
network  (with  the  purchase  or  lease  of  modems  and  terminal  equipment  and  the 
renting  of  phone  lines),  develop  data  entry  screens,  and  acquire  equipment  for 
the  data  center  that  will  support  the  network  (line  sets,  local  modems,  etc.). 

When  funds  for  the  necessary  equipment,  software,  services  and  personnel  are 
available,  the  agency  will  submit  the  necessary  AF-29  forms  (via  its 
Secretariat)  to  0MIS.  If  0MIS  '  has  an  Agency  Plan  on  file  that  includes  the 
initiative,  0MIS  will  be  able  to  expedite  its  review  and  processing  of  the  AF-29 
requests. 

AF-29  requests  that  do  not  help  maintain  a  current  project  or  system,  or  help 
implement  an  approved  initiative  in  an  Agency  ADP  Plan,  will  normally  be 
rejected. 
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Status  Reports 

As  part  of  their  implementation  activities,  Agency  Planning  Teams  will  be 
expected  to  report  briefly  on  the  implementation  status  of  each  of  their  ADP 
initiatives  at  six  month  intervals,  showing,  in  part,  the  date  implementation 
began  (or  will  begin),  progress  made  during  the  period,  significant  problems, 
funds  expended  to  date,  and  the  estimated  completion  date. 

These  status  reports  will  become  part  of  the  Agency  ADP  Plan,  and  will  help  BSPP 
keep  the  Agency  Plan  current. 

BSPP  may  conduct  on-site  verification  of  an  agency's  implementation  of  its  AUP 
i  ni tiati ves. 


Step  8:      Keep  the  Agency  ADP   Plan  Current 

The  last,  ongoing,  responsibility  of  the  Agency  Planning  Team  is  to  ensure  that 
its  Agency  ADP  Plan  is  kept  up-to-date,  by  maintaining  the  vitality  of  the 
Planning  Team,  and  by  submitting  revisions  of  the  Agency  ADP  Plan  to  the 
Secretariat  ADP  Coordinator  and  to  BSPP  on  a  timely  basis. 

Changes  in  the  membership  of  the  Agency  Planning  Team,  the  Agency's  mission,  the 
Agency's  management  level  organization  charts,  or  the  Chairperson's  mailing 
address   should  be  made  using  the  AF-29A  form. 

Changes  and  additions  to  approved  ADP  initiatives  should  be  made  by  submitting 
updated  AF-29B  forms  to  the  Secretariat  ADP  Coordinator  and  to  BSPP.  New  ADP 
initiatives  should  also  be  submitted  using  the  AF-29B  form. 
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CONCLUSION 

The  Commonwealth's  revised  Data  Processing  Procurement  Regulations  (801  CMR 
5.00)  require  all  agencies  to  have  an  approved  Agency  ADP  Plan  on  file  with 
their  Executive  Office  and  with  OMIS's  Bureau  for  Systems  Policy  and  Planning. 

BSPP  has  drafted  this  set  of  instructions  to  assist  agencies  prepare  the 
required  Agency  ADP  Plans. 

The  scope  of  the  planning  process  extends  through  FY  1986. 

Agency  information  (the  AF-29A  form)  is  due  on  or  before  August  26,  1983. 

Orientation  sessions  for  Planning  Team  members  will  be  held  in  September. 

Agency  ADP  initiatives  (AF-29B  forms)  are   due  on  or  before  December  16,  1983. 

Between  January,  1984  and  June,  1984  BSPP,  Secretariat  and  data  center  personnel 
will  work  with  agencies  to  refine  their  initiatives. 

BSPP  envisions  the  initial  planning  process  to  be  completed  before  the  end  of  FY 
1984,  with  the  realization,  of  course,  that  any  plan  must  be  modifiable  (to  keep 
it  up-to-date)  and  that  the  planning  process  must  be  constructed  to  allow  the 
inevitable  revisions,  changes  of  direction,  and  alteration  of  priorities. 

With  these  instructions,  BSPP  asks  agencies  to  begin  a  planning  process.  It  is 
our  first  attempt  at  comprehensive  statewide  agency  ADP  planning.  Like  Agency 
ADP  Plans,  our  planning  process  is  subject  to  revision,  refinement,  and  the 
lessons  learned  from  experience.  We  encourage  your  comments  and  suggestions. 
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FORMS 


AF-29A       Initiation  of  the  Planning  Process 


AF-298       Agency  ADP  Initiative 


Agencies  are  requested  to  reproduce  these  forms 
as  necessary  to  implement  the  planning  process. 


AGENCY  ADP  PLAN 
FY  1984  -  86 

Initiation  of  the  Planning  Process 


FORM  AF-29A 


Agency 


Contact  Person: 


Telephone 


Check  here  if  this  is  a  revision  of  a  previously  submitted  AF-29A  form. 

1.   Agency  ADP  Planning  Team 

In  order  to  comply  with  OMIS  regulation  801  CMR  5.00,  we  hereby  designate 
the  following  individuals  as  our  Agency  ADP  Planning  Team,  and  assign  them 
the  responsibility  of  preparing  an  ADP  Plan  for  the  agency  during  FY  1984: 


Name 

Title 

Di  vision 

Phone  # 

1. 

(chairperson) 

2. 

3. 

4. 

5. 

2.  Agency  Mission  Statement 

A  copy  of  the  agency's  current  mission  statement  is  attached. 

3.  Management  Level  Organization  Chart 

Copies  of  the  current  management  level  organization  charts  for  the  agency 
are  attached,  showing  the  major  divisions  of  the  agency. 


4.  Comptroller's  Identification  Numbers 

The  3-digit  agency  numbers  which  the  Comptroller  uses  to  designate  the 

.   (Please  enter  all 


agency  are:    ^^^ 

Comptroller  numbers  assigned  to  the  agency.) 
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5.      Secretariat 

The  Executive  Office   (or  other  office  with  oversight  responsibility)   is 


6.      Address 

The  mailing  address  of  the  Planning  Team  Chairperson  is 

Bui  1  ding/Location: 

Street: 


City: Zip  Code 


7.  Authorization 


Appointing  Authority  Signature: 

Please  type  name,        Name: 
title  and  date 

Title 

Date: 


Submit  a  copy  of  this  form  to  your  Secretariat  ADP  Coordinator,  and  forward  the 
original  to 

Agency  ADP  Plans 

Bureau  for  Systems  Policy  and  Planning 
Office  of  Management  Information  Systems 
One  Ashburton  Place,  Room  1601 
Boston,  Massachusetts  02108 
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Agency 


Ui  vision: 


FORM  AF-29B 


AGENCY  ADP  PLAN 


FY1984  -  86 


Agency  ADP  Initiative 


Secretariat 


Initiative  Coordinator: 


Phone  #; 


NOTE:     Use  a  separate  AF-29B  form  for  each  agency  ADP  initiative, 


Title  of   Initiative 


Check   here  if  this   is  a   revision  of  a  previously  submitted  AF-29B  form. 

A.  Description  of  Initiative.  briefly  describe  the  proposed  ADP  initiative. 
Tell,  in  general  terms,  what  it  will  accomplish  and  how  it  relates  to  the 
mission  and  goals  of  the  agency. 
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B.  Other  Agencies  or  Data  Centers.  Indicate  if  any  other  agency  will  be 
involved  in  or  affected  by  this  initiative.  Also  indicate  if  the  initiative 
will  require  ADP  resources  from  a  Commonwealth  data  center  or  a  commerical 
service  bureau. 


C.  Summary  Action  Plan.  Estimate  the  time  that  will  be  needed  to  implement  the 
initiative  once  Die  necessary  AF-29  requests  are  approved.  Give  an 
implementation  schedule  that  includes  milestones  and  dates. 
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Form  AF-29B 


D.  Estimated  Costs.  Complete  the  following  chart.  Enter  total  estimated  costs. 
Do  not  prorate  for  a  part  of  a  fiscal  year,  and  include  funds  from  all 
sources  (federal,  state,  trust  funds,  revolving  funds). 


ESTIMATED  COSTS 

CATEGORY 

TOTAL  ONE-TIME  COSTS 

TOTAL  ON-GOING  COSTS   (ANNUAL) 
Including  Maintenance 

1.    New  Programs 
(Software) 

2.    Enhancements 
to  Existing 
Programs 
(Software) 

3.    New  Equipment 

4.    Enhancements 
to  Existing 
Equipment 

5.    Services 

6.   Consultants 

7.    Personnel 

8.    Training 

9.   Other 

TOTALS 
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E.  Detai Is.  Attach  an  itemization,  by  category,  of  the  costs  given  in  D  above. 

F.  Justification.  Attach  a  Justification  Statement  for  the  proposed  initiative. 
(Guidelines  for  the  Justification  Statement  will  be  distributed  and  discussed 
during  the  BSPP  orientation  sessions.)  The  Justification  Statement  should 
highlight  the  increased  efficiency  or  estimated  cost  savings  made  possible  by 
the  initiative. 


G.  Authorization. 


Appointing  Authority  Approval 

Please  type  name,       Name 
title  and  date 

Title: 

Date 


Secretariat  Approval 

Date 

OMIS  Approval : 
Date 
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ADMINISTRATIVE  BULLETIN 

EXECUTIVE  OFFICE  FOR  ADMINISTRATION  AND  FINANCE 
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713«84 

ALL  STATE  AGENCIES 


RE:    ;°3mPL£M£NTATI( 


STATION  OF  CHAPTER  717  OF  THE  ACTS  OF  1983.  AN  ACT  RELATIVE  TO 
THE  EMPLOYMENT  OF  DATA  PROCESSING  PROFESSIONALS 


The  purpose  of  this  Bulletin  is  to  establish  procedures  according  to  which 
Chapter  717  shall  De  implemented.   This  legislation  will  strengthen  the 
Commonwealth's  ability  to  compete  in  recruiting  and  retaining  qualified  data 
processing  professionals.   The  procedures  outlined  here,  and  enumerated  in  the 
accompanying  DPA  personnel  instructions,  are  designed  to  ensure  that  this 
legislation  is  implemented  in  an  effective,  equitable  and  fiscally  responsible 
fashion . 

These  procedures  and  instructions  are  to  take  effect  on  July  1,  1984. 

A .   Selected  Positions 

Certain  classes  of  non-managerial  positions  have  been  designated  as 
Professional  Data  Processing  Positions  (PDPP)  allocated  to  one  of  five  compen- 
sation categories  by  the  Personnel  Administrator.   These  titles  and  respective 
compensation  categories  are  specified  in  the  instructions  that  accompany  this 
Bulletin.   Designated  titles  and  compensation  parameters  reflect  the  findings  of 
research,  conducted  by  the  Department  of  Personnel  Administration,  on  competitive 
salaries  in  the  computer  industry. 
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IMPLEMENTATION  OF  CHAPTER  717  ( continued ) 
B*  Eligibility  of  New  Hires 

Only  individuals  with  suitable  data  processing  skills  and  experience  are  to 
be  hired  into  these  designated  PDPP  positions.   Any  agency  appointing  indivi- 
duals into  these  positions  must  file  prospective  employees'  resumes  with  the 
Secretary  of  A&F  prior  to  filling  the  positions.   These  resumes  will  be  reviewed 
by  A&F  to  ensure  that  the  candidates  have  appropriate  data  processing  qualifica- 
tions . 

The  resume  of  each  prospective  hire  is  to  be  date-stamped  by  A&F  upon 
receipt,  and  is  to  be  reviewed  by  A&F  within  5  working  days  of  that  date.   The 
agency  may  proceed  to  hire  the  candidate  at  the  conclusion  of  this  5  work  day 
review  period,  unless  otherwise  notified  by  A&F. 

The  resume  of  each  prospective  hire  is  to  be  submitted  to: 

OMIS  Office  of  Administration 
Attn:  Technical  Pay  Law-New  Hire 
One  Ashburton  Place-Room  411 
Boston,  MA  02108 

An  attachment  is  to  be  included  that  specifies: 

o   Hiring  agency 
o   Position  title 

o   Appointing  authority  of  designated  contact  person, 
with  telephone  number. 

C.   Personnel  Not  Appointed_to_a_PDPP_Position 

No  employee  currently  in  one  of  these  designated  PDPP  class  of  non- 
managerial  positions  is  to  receive  a  decrease  in  salary  caused  by  implementation 
of  Chapter  717. 

Individuals  not  appointed  to  individual  professional  data  processing  posi- 
tions as  specified  in  this  Bulletin  and  in  the  accompanying  instructions,  who 
are  within  a  class  that  is  designated  PDPP  under  this  law,  are  not  eligible  for 
Chapter  717  recruitment  and  retention  rates.   However,  these  individuals  are 

entitled  to  all  of  the  salary  increases  and  benefits  that  they  normally  would 
receive  under  civil  service  law  and  collective  bargaining  agreements. 
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D.    Recruitment  and  Retention  Rates 

Recruitment  and  retention  rates  for  employees  appointed  to  designated  indi- 
vidual positions  in  the  PDPP  compensation  category  are  to  be  made  by  Appointing 
Authorities,  subject  to  the  following: 

o  Conformity  with  the  parameters  of  the  compensation  category  to  which  the 
given  position  is  allocated.   These  parameters  are  to  be  reviewed  and 
adjusted  annually,  as  described  in  the  instructions  that  accompany  this 
Bulletin . 

o  Completion  of  a  written  review  for  each  candidate  for  a  salary  increase. 
Each  review  must  include  an  evaluation  of  the  individual's  performance  to 
date;  a  statement  of  the  employee's  professional  goals  and  measurable 
objectives;  an  explanation  of  how  the  particular  amount  of  the  increase  was 
determined;  and  relevant  personnel  data,  including  the  individual's  years 
with  the  Commonwealth,  data  processing  experience,  data  processing  skills, 
and  initial  PDPP  salary.   Each  review  must  be  approved  by  the 
Appointing  Authority,  or  by  the  Appointing  Authority's  designee. 

o  Each  employee's  written  review  must  be  completed  before  that  individual's 
rate  is  effected;  each  review  must  be  maintained  in  the  respective  agency's 
personnel  files. 

E*   Ceiling  on  Average  Salaries 

For  each  agency  using  designated  positions,  there  is  a  ceiling  on  the  maxi- 
mum average  salary  of  personnel  in  these  positions.   This  maximum  average 
salary  is  to  be  set  annually  by  the  Secretary  of  A&F.   The  ceiling  is  to  be 
based  on  the  size  of  the  agency's  data  processing  unit,  as  measured  by  the 
number  of  filled  PDPP's  for  the  fiscal  year  (this  number  is  calculated  by 
averaging  the  number  of  filled  PDPP's  at  the  beginning,  midpoint,  and  end 
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IMPLEMENTATION  OF  CHAPTER  717  ( continued ) 

E*   Ceiling  on  Average  Salaries  (continued) 

of  the  fiscal  year)  and  on  industry  trends  for  staffing  requirements  and 
salaries  of  data  processing  professionals  in  data  processing  shops  of  com- 
parable size. 

Three  maximum  average  salaries  will  be  issued  annually: 

o  For  agencies  with  50  or  more  designated  Professional  Data  Processing 

Positions ; 
o  For  agencies  with  between  15  and  49  designated  PDPP's; 
o  For  agencies  with  fewer  than  15  designated  PDPP's. 

Effective  July  1,  1984,  the  three  maximum  average  salaries  for. FY' 85  are  as 
follows : 

o  Agencies  with  50  or  more  PDPP's:  $32,000; 

o  Agencies  with  between  15  and  49  PDPP's:  $30,000; 

o   Agencies  with  fewer  than  15  PDPP's:  $28,000. 

Each  agency  is  responsible  for  ensuring  that  the  average  salary  of  its 
employees  in  designated  positions  is  within  the  relevant  annual  ceiling  for  that 
agency.   In  other  words,  total  salaries  paid  to  personnel  in  these  positions 
must  be  less  than  or  equal  to  the  average  FTE  number  employed ,  multiplied  by  the 
maximum  average  salary  ceiling  set  for  that  agency. 

F .   Reporting  Requirements 

All  agencies  using  designated  Professional  Data  Processing  Positions  must 
report  the  following  to  the  Secretary  of  A&F: 

o  Total  number  of  filled  PDPP's  at  the  start  of  the  fiscal  year; 

o  Total  number  of  filled  PDPP's  at  the  midpoint  of  the  fiscal  year; 

o  Total  number  of  filled  PDPP's  at  the  end  of  the  fiscal  year; 

o  Total  payroll  for  employees  in  these  positions; 
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IMPLEMETOTATION  OF  CHAPTER  717  (continued) 

F.  Reporting  Requirements  (continued) 

o  Average  FTE  salary  for  these  employees; 

o  A  PDPP  listing  that  includes  position  title  and  number,  name  of 

employee,  length  of  employment  in  the  position,  starting  salary  in  the 
position,  and  current  or  (tost  recent  salary  in  the  position. 

This  information  is  to  be  reported  annually,  by  July  31,  for  the  preceding 
fiscal  year.  Agencies  on  PMIS  will  receive  support  from  PMIS  in  the  preparation 
of  these  reports. 

G.  Auditing 

All  agencies  are  required  to  comply  with  the  procedures  specified  in  this 
Bulletin  and  elaborated  upon  in  the  accompanying  regulations. 

The  Secretary  of  A&F  will  include  a  review  of  compliance  with  both  fiscal 
and  performance  review  requirements.  Any  agency  found  out  of  compliance  may 
forfeit  eligibility  to  participate  under  Chapter  717  of  thx  Acts  of  1983. 


Franlcyr.  Keefe 

Secretary  of  Ackninistration  &  Finance 


SUB 


HE? 
Si* 


|ra 


KB? 


'MmHB 


■gwiflfn 


n 


HP 


■•■■■■'■'■.-. 

■  ■■■■-■-•■■-.• 
■■■■-.-.-■>. 

BbbbBhbhbhT 


IBH 


9HMB 


E@ 


